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2-8300 Disaster and emergency expenses 
2-8310.00 Introduction 
This chapter establishes state accounting policy for recording and reporting expenses related to 
disasters or emergencies.  The chapter also discusses the general procedures agencies must 
follow in order to establish the appropriation authority for expenses related to disasters and 
emergencies and to receive reimbursement for those costs.  In addition, each agency will be 
required to follow any specific accounting procedures and policies issued by the lead agency 
related to the handling of disasters and emergencies.  Please note that abatement procedures are 
generally not allowable for expenses related to disasters or emergencies.  State employees trained 
in disaster/emergency response may temporarily be loaned to another state agency if the duties 
are outside their typical scope of work. 

2-8320.00 General information 
When the State of Montana responds to an event that does not warrant the Governor declaring a 
state of disaster or emergency, state agencies will have to bear the costs of the response from 
existing budgets.  State agencies must establish a separate org to track these expenses for future 
documentation.  If an employee has training and expertise outside of their normal job, (for 
example, a computer programmer for Department of Administration could act as a fire 
management team leader with Department of Natural Resources and Conservation (DNRC)) the 
agency director could temporarily loan the employee to DNRC.  The loaned employee would go 
on the payroll of DNRC (or the lead agency) at their current rate of pay. 

When the Governor of Montana declares an emergency or disaster, the lead agency will 
coordinate with supporting state agencies to provide an appropriate response.  The lead agency is 
designated in the Montana Disaster and Emergency Plan – Volume I.  (For example, DNRC is 
the lead agency for wildland fires).  When an agency is tasked to provide assistance, the agency 
will request a general fund statutory appropriation to cover personnel overtime and travel costs.  
Additional costs must be formally agreed to in advance with the lead agency. 

2-8330.00 Request for appropriation authority 
The following process will be used: 

a. Fill out an OBPP budget change document (BCD) numbered SA10032-xx or 
SA10033-xx (where xx is a unique two-digit agency number) requesting a statutory 

appropriation (SA) out of the General Fund.  Obtain the subclass name from the lead 
agency to insert into the journal description area.  In the BCD justification, include the 
rationale for the funding requested, the Executive Order #, the authorization 10-3-310, -
311, -312, or 10-3-203, MCA, (whichever is applicable), the notation of the newly-
established org or project grant that is tied to the statutory appropriation, and a note 
whether an FTE is required.  Fax one copy of the Executive Order (available from the 
lead agency). 

1.  

b. Task the completed BCD to the Governor’s Office of Budget and Program Planning 
(OBPP) for review and processing. 
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c. The OBPP will follow normal BCD processes and may work with the lead agency and 
all participating agencies in developing specific procedures. 

All other agency expenses not authorized against the statutory appropriation must be requested 
through the lead agency as a resource order and will be paid directly to the vendor by the lead 
agency through the disaster fund program (General Fund). 

Regular time spent by state employees on disaster/emergency response shall not be paid out of 
the disaster fund but shall be charged to the agency’s normal operating funds, unless the 
employee is on loan for disaster/emergency response and is working outside of his/her normal 
job.  However, the agency must track regular time spent on disaster/emergency response for 
possible reimbursement in the event of a federal Presidential Disaster Declaration or 
reimbursement by a responsible party or local jurisdiction.  Each agency must establish a 
separate org or project grant to track agency regular time and overtime disaster expenses. 

In all instances, agencies are required to maintain appropriate accounting records to support 
expenses caused by disaster situations.  These files will be used by the lead agency to request 
reimbursement following the prescribed procedures.  Agencies that have federal disaster 
recovery funds available directly from federal sources, such as Department of Transportation, 
will continue to apply for those funds individually.  Such agencies must notify the lead agency 
upon receipt of the direct federal recovery. 

2-8340.00 Request for reimbursement 
There are four different procedures for requesting and receiving reimbursement for expenses: 

a. Request for reimbursement of personnel overtime, travel expenses and pre-
authorized items on an approved resource order in support of a disaster that are paid 

with a statutory appropriation from the disaster fund and a department’s regular 
operating budget. 

2.  

A copy of the MTGL0106-O/P (SABHRS Financial Report) is required for all personnel 
overtime and travel expenses for which reimbursement is being requested.  Supporting 
documentation is required for each expense on the report(s).  All documentation will be provided 
to the lead agency, which shall be responsible for submitting all state agency disaster/recovery 
claims to the appropriate federal agency, local or tribal jurisdiction or responsible party for 
possible reimbursement.  When reimbursement is received, the lead agency will record the 
amount received as revenue in the disaster fund.  The lead agency will transfer to the General 
Fund all of the money related to overtime, travel and any eligible expenses paid directly out of 
the General Fund. 

If reimbursement is received for regular time spent on the disaster/emergency response, the lead 
agency will record a transfer-out to the individual agencies on an Inter-unit Journal for the 
amount expended by the agency out of a fund other than the disaster fund for which 
reimbursement was requested and approved.  The receiving agency will record a transfer-in into 
the fund that had recorded the original expenses.  At that time, the agency could request a budget 
amendment to its original budget, if they had been forced to spend their appropriation for such 
things as temporary employees or back-filling positions. 

b. Request for reimbursement of project costs applicable to a federal disaster. 
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Supporting documentation is required for each expense for which reimbursement is being 
requested.  All documentation will be provided to the lead agency, which shall be responsible for 
submitting all state agency disaster/recovery claims to the appropriate federal agency for 
reimbursement.  When reimbursement is received, the lead agency will record the amount 
received as revenue in the disaster fund.  The lead agency and/or Department of Military Affairs 
(DMA) are responsible for coordinating all claims related to a federal disaster, including claims 
from state agencies, local and tribal governments and eligible private nonprofit organizations for 
a specific grant, such as FEMA.  Sub-grants to state agencies are classified as interfund services 
provided and used.  The lead agency and/or DMA will record an expenditure to grants on an 
Inter-unit Journal for the amount expended by the agency out of a fund other than the disaster 
fund for which reimbursement was requested and approved.  The receiving agency will record 
revenue in the fund that had recorded the original expenses.  The administrative appropriation 
(AA) transaction request related to the reimbursement received must follow procedures outlined 
in the BCD instructions for AA quasi-external transactions. 

c. Direct reimbursement for a resource that is directly supporting a local or tribal 
jurisdiction or third party operation. 

If a local or tribal jurisdiction or third party requests a resource through the lead agency and the 
resource is directly supporting the jurisdiction or third party operation, then the entity providing 
the resource is responsible for billing the jurisdiction or third party directly.  Direct support may 
be established through evidence of a separate contract for service with the resource.  The agency 
providing the resources to the jurisdiction or third party must record the expenses for the costs 
incurred.  If the costs are not reimbursed, the agency will have to bear the cost of the response 
from existing budgets.  The agency providing the resource should determine whether the 
resource provided is considered to be part of the normal or routine mission of that agency and 
refer to MOM Volume II policy to determine if an expense abatement is appropriate or whether 
revenue should be recorded. 

d. An agency director may loan an employee with training and expertise in 
disaster/emergency response, to a lead agency.  The lead agency will be responsible for 
all expenses related to that individual. 
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